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September 20, 1993

FOR IMMEDIATE RELEASE:
EASTERN OFFERS BUSINESS WORKSHOPS:
CHARLESTON, IL--Eastern Illinois University's Business
Development Center is offering two evening workshops in September
that deal with computers.
The first workshop, "Getting Started with Computers," Sept.
21 and 23, will give participants a general introduction to
hardware and software computer concepts. It will focus on preparing a personal computer for operation, keyboard operations,
installing and using DOS (disk operating system), basic applications of DOS and basic word processing applications.
Each participant will have access to an IBM compatible
computer and will be guided through hands-on assignments.
The second six-hour workshop, Sept. 28 and 30, focuses on
"Learning WordPerfect 5.1."

It will cover formatting letters,

memos and reports; learning editing techniques, working on two
documents simultaneously; rearranging documents and adding
special features; using fonts, the blocking feature and spellcheck; and enhancing document design.
Previous experience with DOS and basic computer literacy are
required to enroll in the WordPerfect 5.1 workshop.
-more-
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Cheryl Noll, associate professor of business education and
administrative information systems in Eastern's Lumpkin College
of Business and Applied Sciences will teach the six-hour workshops.
Noll is in her fourth year of teaching at Eastern and holds
a Ph.D. in business education.
Both workshops will be held from 6:30 to 9:30 p.m. on
Eastern's campus. Registration fee for each six-hour workshop is
$90. To register or for more information contact Joy in Eastern's
Lumpkin Hall, room 311, or call 581-2913.
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